5. Skill: Develop Introductory Overviews

and Summaries

Introduction and Objectives

Writing and using introductory overviews and sum-
maries are important because they are devices that assist
adults to relate, to store, to transfer, and to incorporate
new information with the knowledge that they already
possess. Remember that even though use of summaries
and introductory overviews may seem repetitious to
you, to an apprentice considering the information for
the first time, such devices offer an opportunity to com-
pare the new information with previous experience as
well as an opportunity to check new insights against the
correct or best answer.

This unit of materials will teach you how to prepare
and use overviews and summaries in the instructional
setting. When you have completed your work you will
demonstrate your competence by being able to:

1,   Critique examples of introductory overviews that
might be used in the instructional setting;

2.  Critique examples of summaries that might be
used in the related subjects instructional setting;

3- Suggest how to use overviews and summaries in

the instructional setting; and
4. Prepare overviews and summaries for your own

use in related subjects instruction.

When and Why to Use the Skill

Despite the usefulness of overviews and summaries
and the relative ease with which they can be developed
and used, a surprisingly large number of trainers of
adults omit using the devices because trainers incorrect-
ly fear that adult learners will lose interest clue to repeti-
tion, In fact, most adult learners prefer multiple mention
of the most important points of the lesson because it
helps to fix firmly in their working memory the new
information.

As suggested by their names, the appropriate time for
using overviews is when introducing new knowledge
during instruction. The most appropriate time for using
summaries is as you conclude your presentation of
some subject and prepare to move to something else. In
addition, you may find that brief summaries used at ap-
propriate moments throughout the lesson will increase
greatly the understanding and retention of information
by trainees.

There are three advantages to using the introductory
and summary devices. First, using overviews introduces

information in icims of the overall gen era liable con-
cept, initial attributes and major facts as the lesson
begins. Each attribute, point, or fact can be noted for
explanation later in the lesson. As the major points are
noted, you indicate how the points are related to each
other and to information, knowledge or skills that have
been mastered previously by the learner. The relation-
ship of new information to that already possessed by
the learner is especially critical for efficient [earning, ft
helps to suggest applications of the new information
and associations both to existing skills and toon-the-job
work assignments.                                   *

Second, when overviews are used it alerts the learner
to the expected How and outcome of the lesson. This
helps to focus intention. Overviews provide a mental
schedule of information as well as the major points
under which other information can be grouped.

Third, summaries offer a final opportunity to register
main points. As importantly, summaries provide you as
an instructor an opportunity to explain how the Infor-
mation under consideration is related to past intbnna-
tion and to the information that will be presented in the
next lesson, This transition between old, current and
future information is of great importance to all lessons,
especially for adult learners who may be working with
unfamiliar material.

How to Prepare and
Use Introductory Overviews

As used in these materials, the term introductory
overview means a set of information in which is
presented the overall organizing concept of the infor-
mation as well ns the major points to consider. Over-
views help adult learners to focus attention on related
subjects while reducing stress and anxiety associated
with learning new and unfamiliar information. Also,
overviews explain the relationship of major points to
each other, to the overall concept being taught, and to
information learned at a prior time. Finally, they usually
help associate the new information to concrete
instances of the information from the personal experi-
ences of the learners.

Overviews can take many forms including questions,
outlines, films, paragraphs or entire lessons, Usually
they are reserved for use with verbal information.
Always they begin with the most general informationsts
